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This document describes how presenters and attendees can use
LiveMeeting to turn web meetings into interactive meetings once the
LiveMeeting Client has been installed and the meeting has been
scheduled. (To schedule a LiveMeeting, please view the scheduling
slides for Outlook and Online Portal.)

For Scheduling LiveMeetings, please see NDE LiveMeeting Online
Scheduling Portal or LiveMeeting Schedule for Outlook.

This document will also provide information on how to do the following:

Configure and connect the audio and video features available in a
LiveMeeting. (i.e. computer audio, telephone conference audio and webcam.)

Use the collaborative content features of LiveMeeting.

Use Meeting Control features to interact with attendees.



LiveMeeting Workspace

Microsoft Office Live Meeting - doe.nv.gov - Meet Now: Roxanne Starbuck

B4 Meeting  Recording |3 L] | Feedback: W+ | @~

Meeting Controls

Use the meeting controls to interact with people in your meeting.
You can mute or unmute your microphone or speakers, start or stop
your webcam, give feedback to the presenter, download handouts,
or take shared meeting notes. This is also where you can access
Live Meeting Help.

Menu Bar
The Menu bar is where you access the contrals and open the
panes you need to conduct a Live Meeting. Open a pane by
clicking it on the menu bar. If you want to keep a pane

open, drag the pane to dock itwhere you want it

LiveMeeting Workspace

Annotation Tools

These are the tools that you can use to interact with the currently displayed
contentin your meeting. If you're looking at a document or slide show, use
these pointers, highlighters, and text tools to help present and discuss the
information in your document.

View Controls

Use these controls to modify the view of the currently
displayed cantent. This is where you go to zoom in or
outand to switch to full screen mode.

Mavigation Controls

Use these controls to navigate through the currently
displayed document in your meeting.

If you're showing a video, this is where you'll find the media controls, such as
Staop, Start, and Pause.
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LiveMeeting provides collaborative tools that allow real time meeting
management, allowing the attendees to engage and gather or distribute
information , as well as provide feedback.

The content pane includes the following options:

Sharing Programs, desktop and remote desktop sharing.
Upload only — upload documents

Whiteboard

Poll Page

Text Page

Web Page

Screen Shot



Content Pane

List

The Content Pane

displays list of content
items that are open for
the purpose of sharing

during the LiveMeeting.

.....
Wige ol el |

Avery Labels Settings
5160 5162 5164

O

12/11/2008




Upload File

When it is necessary to
share a file that will
only be displayed for
attendees, utilize the
‘Upload File’ option.

Click ‘Content’ pane
link.

Click ‘Share’ drop down
arrow.

Select ‘Upload File’
(View Only).

E o @

pload File (View Onlky)

Share a Program
Share %our Desktop
Start Remote Desktop Sharing

Whiteboard
Poll Page
Text Page
WWeb Page

Screen Snapshot




Choose a document to share

Select File -
Look, i | = count day

Select the specific file to = iCount Day!
ECDunt Day
be shared. Vot oy

Documents Count Day Auditl

. ¢ ’ @Cnunt Day Audit (2)
Cth Open Type: Microsoft Office Word 97 - 2003 Docurment

Count Day Sudit (2
T Count Day Audic ¢ ro Date Modified: 3(13/2009 1:02 PM
@CDunt_Day_F'.naIysm_f‘-’latnx(ljlshaw Siza: 11.3 KE

@ Countday

@ CountDayauditupdate

@ CountDayauditupdatel

@ washoeaudit

@ WashoeCountDay Auditmatrix:

My D ocuments

(Note: More than one
document may be
uploaded to share
however, they must be
uploaded one at a
time.)

File narne: | » | E Open I

My Metwork Files of type: |Suppnrted Files [Al Types] [*.doc;” dob;” bt rif v| [ Cancel J




Upload
Progress

The progress bar will be
displayed to show the
status of the upload.

icrosoft Dffice Live Meeting - doe.nv.gov - Meet Now: Roxanne

Importing Count Day. pdf

N g;]\ Feedhack: M- | (@)~




Upload
Complete

When the upload is
complete, the document
will be displayed.

Click the ‘X’ to close the
document.

ents Forms Tools Advanced ‘Window Help

@ EEEEE i‘jstmwet ﬁSecure' ,S\gn' FFFFF L'.? eeeeeeeeeeeee -

s@au- 4-#@ Bogee-HG -

Nevada Department of Education Count Day

& Nevada Department of Education

COUNT DAY

Prepared By: Roxanne Starbuck
Version: 1.0

2/18/09




Uploaded
Content List
The document name

will be listed in the
Content Pane.

Click the document that
is to be displayed. @

(To delete or remove
the document from the
Content pane, click on
the document, click
‘Delete’ or ‘Right Click’
on the document and
select ‘Remove’.

Thumbnails  Lock ~ >

[ic3) Awery Labels Settings.ppts

Count Day.pdf

COUNT DAY

Prepared By: Roxanne Starbuck
Version: 1.0

2/18/09




Sharing

To Share a program,
desktop or start remote
sharing complete the
following:

Click the ‘Content’ pane
link.

Click the ‘Share’ drop
down arrow.

Select to Share a
Program, Desktop or
Start Remote Desktop
Sharing.

B s L @ L

Upload File (Wiew Only)

Share a Program
Share ¥our Desktop
Start Remate Deskkop Sharing

‘whiteboard
Poll Page
Text Page
web Page

Screen Snapshok




Share
Program

In the open Content
pane, Click the ‘Share a
Program’ link.

Select the program to
be shared or open a new
program.

Once selected, the
attendees will have
access to view the
shared program.

Thumbnails  Lock ~ »

Upload File {View Only)

Share a Program
Share Your Deskkop

Start Remote Desktop Sharing

3 whiteboard
EE| Poll Page

ﬁ Text Page

@] webPage

=] Screen Snapshot

e Microsoft OFfice Live Mesting Tour - Windows Internet Explorer provided by DOE
4 e Microsoft Office - Windows Internet Explorer provided by DOE
@ attendee - Microsoft Word
@ Live Meeting provides collaborative tools that can be managed in real time [Compatibility Mode] - Microsoft Word
@ Document3 - Microsoft Word
e Windows Media Player
@ Microsoft® Office additional
@ nde Microsoft® Office Functionality
ﬁ‘ Microsoft PowerPoint - [nde Microsoft® OFfice functionality]
] Re: GOt a new CD and had to share this s0ng - Message (Plain Text)
E Inbox - Microsoft Qutlook.

Open a New Program




Share Desktop

Click the ‘Share Your
Desktop’ link.

Select ‘All’ or ‘Selected
Area’.

(Attendees will be able
to view the Presenters
desktop.)

=]

Upload File (iew Only)

Share a Program
Share Your Desktop
Start Remote Desktop Sharing

& oa

LJ' Selected Area

‘Whiteboard

Poll Page

Text Page

‘Web Page
Screen Spapshot




Desktop
Sharing

Once Selected, the
desktop will be visible
to the attendees.

Notice the menu bar is
now displayed at the
top of the page.

Gl 1 B0 | Content(3) Attendees(1) Voice fVideo Q&A  Meeting Recording | &




Desktop
Sharing

@ N )| Content(3) Attendees(1) Voiceb¥ideo Q&A Meeting Recordng | @

Click  toend sharing
the desktop.

Click [l to pause
desktop sharing.

Click [f] to give control
to an attendee.




Remote
Desktop Share
Select ‘Start Remote

Desktop Sharing’, from
the open Content pane.

Find ‘Attendees’,

Select ‘Attendees to
request control from’.

Click ‘OK’

(This sharing tool
allows the Presenter the
ability to take control of
an attendees computer,
certain permissions

may apply.)

[ ARCIR il KN

Thumbnails  Lock =

Upload File (Yiew Only)

Share a Program
Share Your Deskkop
Start Remote Deskkop Sharing

Il Share Control of Remote Desktop |E|

‘Whiteboard

Poll Page

Text Page

‘“Web Page
Screen Snapshot

Select the deskbop you wank ta share,

Find Attendees Containing:
| |

Attendees to request control From; 0 aof 1

Cancel




Whiteboard

The Whiteboard is a
feature that allows Content

attendees to share R Thuntnals  Lock -
ideas, brainstorm and B Upload Fie (View Only)
add annotations.

Share a Program »

Share Your Deskbop »

Whiteboard
Pall Page

Note: The Presenter
must assign
permissions to
attendees to enable
them to use the
annotation tools.

Text Page
Weh Page

El [®f [ &)<

Screen Snapshak




White Board

To access the
Whiteboard tool, open
the Content pane, Click
‘Share ‘and Select the
‘Whiteboard’.

Microsoft Office Live Meeting - Meet Mow: William Flash

Upload File (iew Only)

Share a Prograrm
Share Your Deskiop
Skark Remoke Deskkop Sharing

whiteboard
Poll Page
Text Page




Annotation
tools

The annotation tools,
allow the Presenter and
Attendees the ability to
draw freehand, add
shapes or text, change
the color of text and
images, and highlight
and arrange
information in a logical
manner within the
whiteboard.

Microsoft Office Live Meeting - Meet Mow




Select Annotations: This tool is used to select an annotation. You
need to select an annotation to move, delete, or modify it.

Pointer: This tool is used to draw the attendees’ attention to a specific
area on the displayed slide. It works like a laser pointer. To point to a
specific portion of the presentation area, click and drag the pointer
across the presentation area.

Draw Text: This tool is used to enter text. From the drop-down menu,
you can select options to change font and text size.

Draw Freehand: This tool is used to draw shapes freehand.

Color Picker: This tool is used to change the color of the text and
drawing annotations.



Highlighter: This tool is used to add a highlight to a specific area of the
displayed slide.

Stamping Tools: This tool is used to insert a stamp on the displayed
slide. There are three different stamps available: the Arrow Stamp, the
Check Stamp, and the X Stamp.

Clear Annotations: This tool is used to delete all the annotations from
the displayed slide.



Poll Page

In the Content pane '. Pa————
click ‘Share’ and then GonkonimlN Sestion:

3 S— hat is wour Favorite Calar
Cth ‘POH Page" Thumbnails — Lock = ey Tevere £

. load File (iew Only) Choices:
In the Create Poll dialog il Q-Pj
box, type the question

Share a Program » - [ biue
Share ¥our Desktop  # | [ vellow

that you want to ask the =

Whiteboard - I
attendees. = e
Pall Page e - | oranae

_I | silver
Text Page

Weh Page i [ Cancel J

Screen Snapshot

Type labels for each
choice.

Bl [®] )12 K

Click ‘OK’.

Polls provide the opportunity to conduct a basic needs assessment,
The poll is now encourage attendee participation, or solicit feedback from the
displayed for all audience during the LiveMeeting.

attendees to complete.




Y — N ——

Show Poll
Page

Attendees must select
the option button or
colored box response
from the choices
displayed.

To allow attendees to
view the results of the
poll, right click the
‘Results are hidden’
icon at the bottom of
the interface.

Note: the Contents (4) keeps track of the documents
opened to be used.

Content (4] &

Content (4) - x

Share ~ Thumbnals Lock = >

[Poll 2]

L4 [White Board 2]

[ awery Labels Settings. pptx
Caunt Day pdf

Poll Question:

What is your favorite
color

Poll Choices: Results:

Il red
Ml blue u

_ | yellow v
M green '
-l purple [ wow |
M orange o
A 7|J silver v
B next Cirk-Dovn
T Previou Ctrl+Up
Last Viewed
Gn To Pag

55 showPoll Resuks  CirlShift+w
&) open Pals Ctrl4+shift+o
&3 Edit pol Chl+Shift+E
Clear Palls Chrl+5hift+K

Reguest Contral
Frint to FDF

Review Current Pages

- No Vote Thumbnals

'ﬂit Display Full Screen

2| Palls are closed a1 Results gre hidden




Hide Poll Page

Right click the ‘Results’
link to hide the results
from the attendees.

To modify the poll
question or choices,
click ‘Edit Poll’ located
in the ‘Results’ option
drop down menu.

Conter At e
Content {4) - ¥

Lock = 2

Share
[Poll 2]

__A [white Boar
(]

Avery Labels Settings.pptx

Count Day.p

.pdf

= Thumbnails

dz]

Poll Question:

What is your favorite
color

Poll Choices:

W red
H blue
_ | yellow
B green
- Il purple

B orange

1 silver

Il No Vote

&[] Palls are closed




\} ek Ckrl-Dotan
T Previous Chrl+p
ClOSing POllS Last Wiewed
a0 To Page 3
Once all responses are sl Show Poll Results  ChrbShift+w
gathered the poll may o | Close Palls Chrl-Shift4+C
’
be closed. &3 Edit Pl (Chri+ShiFt+E
nep Clear Palls ChrShift+E
Click the ‘Close Polls’ Reguest Cortrol
option. To open the poll Print to PDF
again Click ‘Open Polls’ Review Current Pages
Thurnbnails
B Zﬁ[ Display Eull Screen
d

Delete Poll results by
clicking on ‘Clear Polls’.
Click OK in the Confirm
Clear Poll Results
window box.

Confirm Clear Poll Results

5\ ? ) Are wou sure you wank ko clear all results faor this pall?

L Ok I[ Cancel J




Text Page

The Text Page allows

attendees to copy text S

from any source, such REFSe Thunbrais  Lock -
as Microsoft Office Upload File (View Orily)
Word or HTML pages, Share aProgram
and paste it into the shars Your Deskiop  »

Text Page.

Whiteboard
Pall Page

Text Page
Weh Page

B [®]f ) 2] <]

Screen Snapshok

The collaborative
capabilities of a Text
Page enable multiple A Text Page is a blank, editable page on which the attendees can
attendees to enter text collaborate and type text content.

at the same time.




Text Page

In the Content pane,
click the ‘Share’ drop Content

down arrow and select T e
the ‘Text Page’ option. '

Lock -

Upload File (view Onlv)

Share a Program »

Share Your Deskbop »

Whiteboard
Pall Page

When the Text Page
opens, type or paste the
content.

Text Page
Weh Page

B [®]f ) 2] <]

Screen Snapshok




Web Page

The Web Page feature

allows the input of a : S —
Web Site into the Enter the address for the web page wou want to oreake;

. . ishare i i btk feovow. micr osoft.com/ office
LiveMeeting. It allows j | (2)
aH Of the at-:-'gendees to Upload File (Yiew Only) [[|Bypass web page check [ Yerify Web Page I

navigate the Web site Share aProgram ¥

MNew Web Page

independently and Share Your Desktop ¥

privately. T P S ——

Whiteboard

L T T T T
Poll Page Eeeinsees

Each attendee is A rextpage (4 S —

provided with an @] wehPage '8 Bfice Online |
independent | screen Spapshat | Home | Products HelpandHowdo Downloads Clip Art
connection to the URL

of the web page. This Using the Web Page feature of LiveMeeting, allows the Presenter to
allows the attendee to share the URL of any Web site with the attendees.

navigate the site freely.




Use the Web
Page

In the Content pane,
1 ¢ ’ 1 | Content | Attendees (1 Voice &
Cth Share ’ and Cth - — Enter the address for the web page vouwank bo create:

[3 b
Web Page c 0 ichare i=| Thumbnals Lack = [http:ﬁwm.mi:rnsu&.mma’nfﬁce 9
Upload File (Yiew Cnly) [1Bypass web page check [ Verify Web Page I

Share a Program »
In the NeW Web Page Share Your Deskkop k ——
dialog box, type the whiteboard
URL of the Web page Poll Page
that is to be shared and S8 TextPage () " Unied sifes (Grange)
| eb Page hd EE e .
then click ‘Verify Web ’ R 8 Gffice Online

) Screen Spapshot | Home | Products = Help and Howto Downloads  Clip Art
Page’. @

MNew Web Page




Use the Web
Page

If the preview displays
the web page that is e e Enter the address for the web page yvou want to create:
intended to be shared il Thumbras  Lock - ttp . microsoft.com/office 2)

and the web page ko Fll (Vi 0R) [JBypass web page check || verify webpage | cancel |
passes the verification chore s Progam

process, click ‘Create Share Your Desktop  » ——
Web Page’. ©

MNew Web Page

Whiteboard

Pall Page

Text Page {':I'\_

| @] web Page Rl 8 Gifice Online

Screen Snapshot | Home | Products = Help and Howto Downloads  Clip Art




Screen
Snapshot

Use the Screen '. Dpwer .

. .0ffice Online
Snapshot feature to Content | Attendees (1) Voice & Home | Products | Helpand Howto | Downioads  ClpArt |
take a snapshot of the fohavesm Thumbnais  Lock - R
deSktOp3 hlghhghtlng ) Uplaad File {¥iew Only) i’ T v Sarch Pl
key information to be

Share a Program r Products Snapahet Frame :""
Shared. Share Your Deskkop k = Prodiichs Fame

Deskitop Programs

Whiteboard = iccess
= Aceounting

Pall Page
Text Page
Weh Page

(3] (O aREN

Screen Snapshok

During the training, the Presenter may quickly share and annotate
specific content on your computer with the attendees.




Screen
Snapshot

In. th? Cont,ent pane, : A Gffice Online

click ‘Share’, and then Content | Attendees (1) Voice & Home | Products | Heipand Howdo | Downloads | ClipArt
click ‘Screen Snapshot’. B Thumbrals  Lock - R

This displays the Uplaad File (¥iew Only) Y oo reh Bl
Sl:lapShOt Frame Share a Program Products Snapshot Frame [

WlndOW. Share Your Deskbop = Preducts Home

Deskitop Programs

Whiteboard = hecess
= Merciribing

Position the upper-left
corner of the frame over
the area of the desktop
that you want to
capture.

Pall Page
Text Page
Weh Page

(3] (O aREN

Screen Snapshok




Screen
Snapshot

To capture the. : E?laﬁce Online

screenshot, click the Content | fttendees (1) Yoice & Home | Prosucts | Welpand Howo | Downioads | Cliprt
‘camera icon’ in the e Thumbriis  Lock - R

upper-left corner of Upload File (view Orly) | B
the frame.

Share a Program Products Snapshet Frame [

Share Your Deskbop = Preducts Home

The snapshot is gy scson g
captured and loaded . -t
into the LiveMeeting

interface.

Pall Page
Text Page
Weh Page

(3] (O aREN

Screen Snapshok




Lock Meeting

In the Content pane,
click ‘Lock’ to lock the
Content list.

Share = Thumbnails

" None

Roxanne Starbuck

Select None or a
specific attendee(s).
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When using Outlook to set up and access LiveMeeting, set up audio by
simultaneously using:
The computer audio option

The traditional audio conferencing option

LiveMeeting can deliver two-way audio through the computer. This does
not require any telephone connection and is cost-effective. If the computer
audio option is set up, the presenter and the attendees only need speakers
and microphones for the meeting audio.

The audio options can be set up in LiveMeeting based on the deployment
method.

LiveMeeting supports traditional telephone audio. If you already have a
telephone conferencing account, you can configure your LiveMeeting audio
options to include the phone number and pass code information in your
Outlook invitation.



Set Up Voice &
Video

To make the voice and
video capability of
LiveMeeting available
to the attendees, you
need to set up voice and
video options before the
meeting starts.

Open Outlook and open
the original email
invitation.

Microsoft Office Live Meeting

it Wiew Cument Speaker

ho one is sharing videa,

The audio and visual features of a LiveMeeting enable the
Presenter to collaborate and engage with attendees in real time
without being in the same place.




Cp) e 2 & & )= Untitl
Ty ——

| Caonferencing Request l Insert Format Text

m Calendar uﬁ e Ty e s g [[i Address Book
< Delete P-’ E==1 B 5 8, Check Mames
Cancel Appointme| Scheduling - Meeting |\

Invitation £ Forward - Assistant Fermissions ~ || workspace <id Responses -
Actions Show Attendees

Conferencing

Set Up | Invitations have not been sent for this meeting.
Computer Audio ||

Location: |Live Meeting

Click ‘Audio’ to set the . o e
audio options, in the
LiveMeeting invitation.

=

Live Meeting Audio Options

Choaose the kype of audio conneckion that participants can use For wour meetings:

Click ‘Use Computer
Audio’, In the Live
Meeting Audio Options
dialog box, and then

(%) Use computer audio

) Use computer audio or dial in from any phone

Require a passcode to join the meeting

Frovide local phone numbers For the Following region;

click ‘OK’.

) Dial in ko the meeting using a telephone conference service

Frovider:

Toll-free Mumber:

Toll Mumber:

Farticipant Code:

Leader Code:




Set Up
Telephone
Conferencing

Click ‘Audio’, in the
original email
invitation.

Select ‘Dial in to the
meeting using
telephone conference
service’.

Enter the conferencing
details.

Click ‘OK’

Untitled - Conferenc

22 g

DL Hd9 O+ + )+
L ad

| Conferencing Request Insert Format Text

E (o] Calendar FrEng ==
=
¥ Delete r‘-1m S=—J .
Cancel Appoint Scheduling

me o Meeting
Invitation Cep Forward - Assistant || S Permissions ~ Workspace &
Actions Show Conferencing Attendees

Truritatinme hiosa mnt haanm camt Frare thic maatina

Live Meeting Audio Options

Choose the tvpe of audio connection that participants can use For vour meetings:
() Use computer audio

() Use computer audio or dial in from any phone

Require a passcode to join the meeting

Frovide local phane numbers for the Following region:

{*) Dial in ko the meeting using a telephone conference service

Pravider: | NCE

Tall-free Murmber: | +1-B004254526

Participant Code: | 127

|
|
Tall Nurmber: | +1-800425452¢ |
|
|

Leader Code: | CETS




Telephone
Conferencing

Notice the Telephone
Conferencing
information is located
in the email invitation.

(This should be done at
the time of the original
email in order for the
attendees to have the
correct information.)

RS Untitled - Conferencing Request - = X
L. =
Conferencmg Request Insert Format Text (7]
e A Feee AU geesmw O @ B 2P
X Delete i, Audio &, - 1]
Cancel ppulntme S(hedullng Meeting 4 Reminder: 15 minutes - Recurrence Time Categorize Spelling
Invitation (< Forward ~ b - e @' Zones - 3 -
Adtions C ing Options T || Proofing

| Invitations have not been sent for this meeting,

=7 [ To.. ] |Roxanne Starbuck; |
Send Subject: | |
Location:  |Live Mesting v| [rooms... |
Start time: | Wed 5/5/2010 v 200 PM v | i day event
End time: | Wed 5/5/2010 v 230 PM ~|

Join the meeting

« Iam connecting from inside the DOE network

+ Iam connecting from outside the DOE network]

AUDIO INFORMATION
Telephone Conferencing
Choose one of the following:

you specify. (Recommended)

Tollfree: +1-B004254526
mpoll +1-8004254526
Passcode: 123
TROUBLESHOOTING

Meeting ID: a219cb60dal642869b2d2d9a952e01df

If you still cannot enter the meeting, contact support:
» Inside the DOE network
* Dutside the DOE network

NOTICE

time during the meeting.

Roxanne Starbuck has invited you to attend an online meeting using Microsoft® Office Communications Server.

Make sure the Office Live Meeting client is installed before the meeting:

+  Start the Office Live Meeting client, and then in the Voice & Video pane, click Join Conference. The conferencing service will call you at the number

+ Dial the conferencing service directly, and enter the participant code shown below:

Unable to join the meeting? Start Office Live Meeting and join the meeting with the following information:

Entry Code: WOZImzTFZUCH
Location: meet:sip:rstarbuck@doe.nv.gov:qruu:opagque=app:conf:focus:id:a219chb60dal 642869b2d2d9a952e01df%3Fconf-key=WIZImzTFZUcH

Office Live Meeting can be used to record meetings. By participating in this meeting, you agree that your communications may be monitored or recorded at any

In Shared Folder: 5] Calendar




Voice & Video

After joining the
meeting, select ‘View
Call in Details’ from the
Options menu in the
voice & video pane. If
the Call Me option is
listed, the attendee may
connect to the meeting
by clicking Join Audio
in the LiveMeeting
interface. This connects
the attendee to the
LiveMeeting audio
conference.

¥Yoice & Yideo

| Zo ®-

ﬁ T an Yideo Set Up audio and Yideao, ..

i, Join Audio

Wi Call-In Details

ho one is sharing widea,




Webcam

Connect the webcam to
your computer. If

installing a webcam for
the first time, follow the
instructions provided
with the webcam.

LiveMeeting will
automatically start the
video upon Joining the
meeting. The Presenter
will be able to view the
attendees who have
connected a webcam to
their computers.

Sxart My Video Panorama

QC';_ Wiew Curent Speaker | Set Up Audio and videa, .. |

Yigw Call-In Details

LiveMeeting allows the use of a webcam to view presenters and
attendees in real time.




Webcam

To show a video, in the
voice & video pane,
click the ‘Webcam’
drop-down menu.

Click ‘Start My Video’.

Other attendees may
view the Presenter in
the LiveMeeting
presentation area.

YWoice & Yideo

Sxart My Video Panorama

|de. Yiew Current Speaker

| Set Up Audio and videa, .. |

Yigw Call-In Details




Webcam

If the main video is not
visible, click the ‘Voice
& Video’ menu.

In the voice & video
pane, click the
‘Webcam’ drop-down
menu, and then click
‘Show Main Video’.

YWoice & Yideo

Sxart My Video Panorama

|de. Yiew Current Speaker

| Set Up Audio and videa, .. |

Yigw Call-In Details




Include Video
Using A
Webcam

To preview a video, in
the voice & video pane,
Click the ‘Webcam’
drop-down menu, and
then click ‘Show My
Preview’. | Start My Video Panorsma

To check the video _

settings, in the voice & (L. View Curent Speaker | setup audi andvidea... |
video pane, Click View Call-In Details
‘Options’, then Click

‘Set Up Audio and

Video’.
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Interact With
Attendees

The Presenter may use
LiveMeeting to interact
with the attendees,
managing the attendee
experience, chatting
with attendees, and also
providing presentation
content and notes

The following
information will
provide information on
how to use the
interactive features of
LiveMeeting.

| e :
N - (23 | Woice & Yideo Q&4 Meeting

View = Find Yoice =
Darren Parker % F B
Laura Qg [

Microsoft Office Live Meeting




Manage
Attendee
Permissions

Use the Attendee
Permissions to control
attendee access to
meeting content. This
option will also define

the pace of the meeting.

(Note: Presenter can
control what the
Attendees will see and
how much interaction
they can do with the
Attendee Permissions
window.)

Attendees (3)

Invite = Miew = Find Voice -

Darren Parker

’ Perrmissions

Attendee Permissions

Allow sttendess to

[+#] i current conbent
[+] ask questions (affects all participants)
[] &nnokate current conkenk
[#] Create personal recording
[5] riteract:
[ view sttendes list
[Clview seating chast (aifects all participants)
[“Ighat
[E] s content koois:
[#] view thumbesils and navigats current conkart
[l create new pagss in curent content
[ the content pans to select and add content
Hardiouts:
(Z powniad cnky
(& upload and doyrinad
() Mot avsilable




Manage
Attendee
Permissions

Click ‘Attendees’ to
open the Attendees
pane, Click the
‘>>’(More) icon, and
Click ‘Permissions’.
This displays the
Attendee Permissions
dialog box.

To assign the required
permissions, select or
clear the check boxes
next to the various
permissions shown.

Attendees (3)

Invite = Miew = Find Voice -

Darren Parker

’ Perrmissions

Attendee Permissions

Allow sttendess to

[+#] i current conbent
[+] ask questions (affects all participants)
[] &nnokate current conkenk
[#] Create personal recording
[5] riteract:
[ view sttendes list
[Clview seating chast (aifects all participants)
[“Ighat
[E] s content koois:
[#] view thumbesils and navigats current conkart
[l create new pagss in curent content
[ the content pans to select and add content
Hardiouts:
(Z powniad cnky
(& upload and doyrinad
() Mot avsilable




Manage
Attendee
Permissions

Define permiSSionS tO Attendee Permissions
allow the attendees to Allow attendess to

ask questions, interact 5] Eeviow currenk content
[+] ask questions (affects all participants)

with the presenter and lamotate currsnt consrt

R [¥) creste pessonairecordng
other attendees, use the Attendees (3) | Voice &Viden  QBA  Mesting [ ieerac:

[T view atbendes list
content tOOlS to create Invike = Miew - Find ‘oice - O] i seating chast {affects all participants)

aHOW attendees 1(0) edlt Darren Parker ’ (et

[E] sa content: book:

documents, upload [ZlView thumbesis and svigate crrent coter
[l create new pagss in curent content
handouts, and share e T BT L
Handouks:

(& upload and doyrinad

() Mt avsilable

To manage attendee permissions, the Presenter must be signed in to
the meeting as the Presenter.




Manage
Attendees

@ Promote an attendee to

presenter.

® Remove an attendee
from a meeting.

3 Change an attendee’s
status to Mute or Un-
mute.

Attendees (3) | Woice & Video 24 Meeting

Inwite = Miew + Find oice = 3

Darren Parker E‘ B
Laura T

fuke @
Terry Adams

ke

Zhat
Block Chat

Unblock Chat

Promote to Presenter @

Mave k... L

Remove From Meeting @

Sometimes the Presenter may want to change the status of one or
more attendees, to modify their level of activity in the meeting.




Chat with
Attendees

In the Attendees
pane, right-click the
attendee with whom
you wish to chat with.

Click ‘Chat’ to open
the chat window
where messages can
be typed.

Atkendees (31 Yo

Inwite = Miew = Find oice = 2

Darren Parker

Terry Adams

nmuke

Chat

Block Chat
Unblock Chat

Promote ko Presenter

Mave Lo,

" Darren Parker - 1:1 Chat gli'

£ aua afars
Llarran Parkar anfars

LiveMeeting provides a Chat feature that enables two participants to
have a one-on-one chat with each other.




Q&A

The Q&A feature,
specifically the
Question Manager,
helps to organize, sort,
manage, and respond to
questions quickly.

The Question Manager
identifies each question
by the name of the
person who raised it
and by the time it was
posted.

QEA | Manage @

Chat  Give the Floor * = ﬁ

When is the produck launch?

Tire Posted

052207 04

Laura's Question

|'W'hen iz the praduct launch?

15th July

@ Reply to all

Reply Privately




Q&A

@ Click the Q&A pane link —
on the menu bar to P [Qacs | Manage | @
display the Q&A pane X chat GivetheFloor w = 5L
where questions must
be typed.

Tire Posted

When is the praduct launch? 05/2z{07 04

@ When an attendee aSkS Laura's Question

|'W'hen iz the praduct launch?

T5th July @ Reply to Al

Reply Privately

a question, click ‘Reply
to All’ or ‘Reply
Privately’ to answer the
question.




Q&A

© Attendees may indicate S—
a question by using the ) Q& | Manage @

‘Raise your handa iCOH. Chat GwetheFloor w2 CL

@ To seek clarification or
input from an attendee,

Tire Posted

When is the praduct launch? 05/2z{07 04

use the ‘Give the Floor’
feature. Make sure the i

attendee is highlighted |'W'hen iz the praduct launch?

so that the option 15t July (2)[Reptvioa
enabled. Reply Privately

(Questions can be
deleted by clicking the
delete icon, displayed in
example @ .)




Manage
Feedback

@ Attendees may click the Fesdhack:
Feedback icon in the ' — R Need Hel
upper-right corner of e p—
your LiveMeeting. This e e & Slow Down
displays the list of default Terry Adam v st [ | Caestion
feedback items. Seating Chart @

Can't Hear

Proceed

When an attendee selects :

feedback from the list, it’s [k |+ | View + Fid Volce ~ »
reflected in the seating e

chart along with the

attendee list.

© The Presenter may view

attendees in the form of a , . .
seating chart by clicking Use the Feedback and Seating Chart features available in

‘View’, in the Attendees LiveMeeting to obtain quick feedback from the attendees.

pane, and then selecting
‘Seating Chart’.




Meeting Pane

Click the ‘Meeting’ pane
link to view meeting
information, invite
attendees, lock or
unlock the meeting or
exit or end
LiveMeeting by
selecting ‘Exit’ or ‘>>’.

When the meeting is
locked, no other
attendees can join the
meeting.

Attendees (1)

Irvite = View = Find  VYaice -

@ Connecked

Meet Mow: Roxanne Starbuck

Entry Code:  MzKx9LcI10PD

Location:  |meet:sip:rstarbuckiddoe,




Record
Meeting

The Presenter may
record the meeting for
future reference.

Click the ‘Record’ pane
link on the menu bar.

Click the ‘Record’ link.

( When meeting is
recording a red dot will
be displayed at the top
of the page.)

Attendees (1)

Invite = Wiew = Find Moice = 2 Options,.. | »

000000 o & § =

iConkent @:endees I{lu Yoice & Video Q&A  Meeting  Recording

Attendees (1) - 3

Invite = Miew = Find VYoice - |}}|




Pause or Stop
Recording

Click the ‘Pause or Stop’
button to pause or stop
the LiveMeeting.

When Stop is selected a
Stop Recording warning
window will be
displayed.

Select an option, this
example will display the
option to Save
Recording’.

attendees (17 W

Attendees (1)

Find \aoice -

Imwite =  Miew - Options... |

000350 W ¢ @ =

5top Recording

@ You are akttempting to stop recording this meeting. Please choose one of the Following options.

(%) Save recording

Stop and save recording ko High Fidelity Presentation (HFP) format, The recording will be saved to
C:\Docurments and Settingsirstarbuck, DOEYMy DocumentsiMy Meetings direckarsy,

) Delete recording
Skap the recarding and delete it permanently, All recorded data will be losk,

) Continue recording
Continue recording this meeting.




Save
Recording

Click ‘Save Recording’
and click ‘OKk’.

Recording will be saved
to the LiveMeeting
Recording Manager.

To bring up saved
recordings Click >>’
button and select ‘Saved
Recordings’.

Stop Recording

@ You are akttempting ko skop recording this meeting, Please choose one of the following options.,

(%) Save recording
Stop and save recording ko High Fidelity Presentation (HFP) Format. The recording will be saved to
C:\Documents and Settingsirstarbuck, DOEYMy Documentsiity Meekings direckary,

) Delete recording
Stop the recording and delete it permanently, All recorded data will be losk,

) Continue recording
Continue recording this meeting.

To My Computer

Options... | | Saved Recordings |

00:00:00 Wd @ mJ




Saved
Recordings

G5 Live Meeting Recording Manager

Process Help

The leeMeetlng Pending Recordingz
ReCOI‘dlng Manger Wlll Sequence ¢ | Mame Skakus Duration Recorded on
be displayed.

Pending Recordings
and Recent Recordings
will be listed.

Recent Recordings

Mame Skatus Duration Size (ME) Date Recorded  © Path

Meet Mow: Roxanne Sta... Completed 00:00:00 Z MB 24403 AM 571002010 Ci\Documents and Setki
Meet Mow: Roxanne Sta,..  Completed 00:06:08 3 MB :41:43 AM 5/10/2010  CA\Documents and Setti

| Processing Maode; Idle




Process
Recorded
Meeting

Double Click on the
meeting to be
processed.

G5 Live Meeting Recording Manager

Process Help

Pending Recordingz

Sequence S Marne

Skatus

Duration Recorded on

Recent Recordings

Mame

Meet Mow: Roxanne Sta...
Meet Mow: Roxanne Sta. ..

Skatus Drakion

Zompleted 00:00:00
Completed

Size (ME) Date Recorded  ©

2 MEB 2:44:08 AM 5/10/2010
9:41:43 AM 5/10/2010

Path

C\Documents and Setti
C\Documents and Setti

| Processing Maode; Idle




{= Microsoft Live Meeting 2007 Playback - Windows Internet Explorer provided by DOE

View Recorded
Meetings

Following the directions
in the window pane.

If the Information Bar appeared at the top of the window, click the bar, click Alow Blocked
Content, and then click Yes.

If there is no bar above, your Web browser is not configured to run Javascripts or the browser does not support JavaScript in Web
pages.

To continue, change the JavaSaript options or use a browser that supports JavaScript.




View Recorded
Meeting

The recorded meeting
will be displayed.

To allow another
person to view a
recording saved on
your PC:

Copy the recording files
from the computer onto
a shared network.

Email the link of the
shared location to allow
users to view the
recording.

(= Microsoft Live Meeting 2007 Playback - Windows Internet Explorer provided by DOE

q@ - ‘m file: }{): fDocument s % 20and % 205ettings/r starbuck, DOE My % 20D0cumenks My %:20Mestings/May %201 0%2009,35% 20 Mest %2 0Nov % 20% 20R 0xanne %205 tart v“ 2 ‘ ‘i‘ @ Google

x @ -

¢ Favorites \ 9% @ Suggested Sites = ] Home - Repostary (5) £ Home - Reposkory (3) @] Home - Repasitory [ Free Hotmail @& Wek: Sice Gallery = @) Home - Repositary (2) & | Home - Repository (4)

Jg Micrasaft Live Meeting 2007 Playback.

i - [ @ v Pager Sdfetyr Took e @

[+ 3 Cﬁlce Live Meeting

Meet Now: Roxanne Starbuck

Meeting Start Time: Monday, May 10, 2010 9:35:34 AM
Meeting Stop Time: Monday, May 10, 2010 9:41:43 AM

o)
Meet Now: Roxanne Starbuck




Use the meeting controls to interact with participants in a meeting. Each
participant can mute or un-mute their microphone or speakers, start or
stop their webcam, give feedback to the presenter, download handouts
or take shared meeting notes. LiveMeeting help may be accessed from
this menu bar as well.



Meeting
Controls

Click the Speaker to
Mute Speakers

Click the microphone to
muter or Un-mute
Microphone

View Feedback- (see
Managing Feedback
slide 58)

LiveMeeting Help




Distribute
Handouts

€ Click the ‘Upload’
button in the Handouts
dialog box, to upload & Handouts =
the document 100) be Select a file to download bo your computer PEwilEEd
G| S [oaded
Shared. Size Uploaded By Skatus —

pload

@ Attendees may use the
Handouts dialog box to

download the Select a file to download to your computer @
dOcument. Wlth = Uploaded By Status Download

permiSSiO]’l, they may Live_Meeting_2007_GettingStarted, doc 572.50KB  Laura Syvailable
also upload a document
for the Presenter to

& Handouts

pload

Using the Handouts feature, the Presenter can provide documents to

download, such as a the attendees, to ensure that everyone receives the same input at the
completed feedback same time.

form.




Share notes

The Shared Notes
feature allows multiple
attendees to edit the
content simultaneously
and can be saved on the
computer.

iveMeeling permits the attendees to
capture common meeting notes.




Share notes

Click the ‘Shared
Notes’ button.

In the Shared Notes
window, enter the
notes.

To save the notes:
Click ‘Save’, and then
enter a location to
save the notes file to
the computer.

r suggestion|




Navigation &
View Controls

Click the ‘Up Arrow’ or
‘Down Arrow’ to
navigate through the
currently displayed
document.

Click the View

Control’s to modify the

currently viewed

displayed content.

“Zoom In or Out’ and

switch to full screen avigation Contrg
mode.

b2l




This document is to be used when LiveMeeting Client has been
installed.

Presenters must assign permissions to Attendees for specific
participation and interaction.

Presenters must set up audio for each meeting.
Collaborative tools used are whiteboard, poll page, text page.

Meeting Controls allows handouts to be uploaded and downloaded and
sharing of notes.

The Presenter may share documents, their desktop and remote desktop
sharing.

Record meeting for future use.



